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Aims 
 
This school aims to recognise and celebrate children’s achievements in the 
spirit that every child is unique and has something to offer.  By supporting 
special needs, the school aims to ensure that every child achieves their full 
potential within the mainstream setting, whenever possible. 
 
This school understands the importance of the views of the child and actively 
promotes a partnership between home, school and outside agencies.  This is 
based on positive relationships and by enabling parents to support their 
children’s learning. 
 
Children with special educational needs and Disabilities(SEND) should be 
offered full access to a broad, balanced and relevant curriculum. 
 
 
Objectives  
 

1. To put in place systems and procedures designed to ensure all 
children’s needs are met. 

2. To make clear the roles and responsibilities of Governors, Headteacher 
(HT), Special Educational Needs Co-ordinator (SENCo) and Class 
Teachers (CT). There is a named Governor for SEND and a named 
SENCo. 

3.  To ensure any children with SEND are identified early. 
4.  To ensure that all children can access the curriculum. 
5.   To work in partnership with parents. 
6.  To take account of the views of pupils. 
7  To regularly monitor and review provision and progress. 
8.  To adopt continuous and systematic assessment, planning, teaching 

and review. 
9.  To adopt a graduated approach at School Action and, where external 

agencies are involved, School Action Plus. 
10. To work in partnership with outside agencies, including the Local 

Education Authority (LEA) to exploit best practise and ensure co-
operation. 

11 To ensure transition arrangements of SEND pupils, between schools, 
are systematic. 

 
1. Systems and Procedures 

 

 Each child with an SEND has a folder containing her/his own SEND 
records. These records are stored in the Group room and are maintained 
by the SENCo.  

 The SENCo, in consultation with HT, meet termly to update the SEND 
Register, and to discuss and review progress and provision. 

 Each term the CTs and the SENCo meet to discuss their SEND children.  
As all CTs are teachers of SEND it is at this point that each child’s IEP is 
reviewed and updated.  

 Prior to the CT/SENCo meeting the SENCo or a Learning Support 
Assistant (LSA)/Teaching Assistant (TA) will work with a selection of 



   

children on the register, to establish their views on their own strengths, 
progress and weaknesses, and to review targets. 

 A Planning and Review meeting (PARM) is held once a term with the 
SENCo and members from the Inclusion Support Team (IST – this could 
be someone from the learning department and a representative from the 
behaviour team although this is currently under review).  The Educational 
Psychologist (EP) usually attends two of the meetings during the course of 
the year, this is also currently under review. 

 A termly meeting is arranged with a member of the Speech and Language 
team (S & L).   

 In addition to parent/CT consultations, parents of children on the SEND 
Register are invited to meet with the HT and SENCo in the spring term. 

 

 
2. Roles and Responsibilities 

 
The HT is responsible for:  

 

 The day to day management of all aspects of the schools work including 
provision for children with SEND. 

 Ensuring the SEND Policy is implemented and monitored, and that all 
teachers are aware of their responsibilities. 

 Supporting the work of the SENCo and attending meetings with parents 
and outside professionals. 

 Ensuring that the funding and resources allocated to supporting SEND 
pupils is appropriate to the current level of need and is cost effective. 

 Ensuring that the SENCo and Support Staff attend relevant In-service 
training. 

 Ensuring that the Governing body is kept informed of current issues and 
developments. 

 
 

The Governing Body is responsible for: 
 

 Monitoring the provision for pupils with SEND. 

 Monitoring of expenditure on SEN. 

 Appointing a SEND /Curriculum committee to oversee the school’s work. 

 In co-operation with the HT, determining the schools general policy and 
approach to provision with SEND. 

 Being Knowledgeable about the schools SEND provision including how 
funding, equipment and personnel resources are deployed. 

 Establishing staffing and funding arrangements.  

 Reporting to parents annually. 

 Ensuring that SEND is an integral part of the school development plan.  

 
The SENCo is responsible for: 

 

 Overseeing the day to day operation of the schools SEND policy. 

 Co-ordinating provision for children with SEND. 

 Liaising with the advising fellow teachers. 



   

 Managing TAs and LSAs Learning Coaches with particular responsibility 
for children with SEND. 

 Overseeing the records of Children with SEND. 

 Liaising with parents of children with SEND (see appendix A) 

 Contributing to in-service training of staff. 

 Liaising with external agencies including the LA’s support and Educational 
psychology services, health and social services and voluntary bodies (see 
appendix B) 

 Ensuring that CTs have a copy of current IEPs EHCP for children in their 
class. 

 Ensuring that parents are kept informed about changes to their child’s 
status on the SEN register and have a copy of their child’s current 
IEP.EHCP 

 
Class Teachers are responsible for: 

 

 Identifying children in their care who may be struggling in an area of 
learning. 

 Enabling children with SEND to access the full curriculum through 
differentiation and, where necessary, additional support. 

 Drawing up EHCP in consultation with the SENCo.  

 Implementing and monitoring EHCP’S.  

 Informing the SENCo of any issues concerning the children in their class.  
This may include updating the running record where information needs to 
be recorded, and/or keeping a record of events in class eg in the form of a 
behaviour log. 

 Informing TAs about the EHCP of any children they work with. 
 
 
3. Identification and Assessment 

 
Children entering Reception class may bring with them a Developmental 
Record for the Foundation Stage of Learning. This will give the teacher an 
overall picture of the child as it records individual progress and development 
from the moment they enter Pre-School/nursery. It will continue to be used 
throughout the Reception year and it will form the basis for providing the 
necessary information to complete the Foundation Stage Profile at the end of 
the Reception Year, summing up each child’s overall ability and highlighting 
any weaknesses. Children with SEND identified at Pre-School/nursery will 
already be made known to the school.  Throughout the academic year, if a CT 
has any concerns about a child’s development they will inform the SENCo 
and/or HT.   
 
CTs formatively and summatively assess all children throughout the academic 
year.  The CT will monitor any children who do not seem to be making 
satisfactory progress with their learning, or who seem to be encountering 
behavioural problems. It is at this point that a CT would use a Nature of 
Concern form to record their observations/information about an individual 
child. If these difficulties persist it is the CT’s responsibility to inform the 
SENCo and/or HT.  The SENCo and HT will make themselves available for 



   

informal discussions about a child before this time should a CT require any 
advice and/or support. 
 
Summative assessments for reading, spelling and writing are carried out at 
different times throughout the academic year.  (See Annual Programme for 
Monitoring Standards/Tracking Pupil Progress – Appendix C). 
 
 
SEND children identified and receiving help from the SEND TA/Learning 
coaches/mentors will be informally assessed in their area of need. 
Assessments that may be used include observation schedules found in the 
WS Behaviour Guidance. If a more formal mode of assessment is deemed 
appropriate, a request will be made for help from an outside agency e.g. 
Inclusion Support Team, S & L Therapy etc. 
 
During the first half of the Spring term, children highlighted by their CT as not 
making satisfactory progress in their literacy skills will be given a cognitive 
assessment which can indicate dyslexic tendencies.  This assessment is 
targeting children in year 2, going from Key Stage 1 to 2.  Any children with 
significant levels of concern will be discussed with the class teacher and 
parents. 

 
 
4. Inclusion and Curriculum 
 
In line with the school’s policy on Teaching and Learning every child will be 
given the opportunity to access the whole curriculum. A wide range of 
differentiation strategies will be used to ensure that every child is supported 
and can achieve his/her full potential.  Children with SEND work mostly in 
class.  However, it is sometimes appropriate for a child or small group to be 
withdrawn, so that their needs may best be met. 
 
The Governors are committed to ensuring that the school is accessible to all 
children and parents and have formulated an access plan. The school is 
committed to being a dyslexia friendly school (See Appendix D), ensuring that 
the teaching encompasses a wide range of learning styles and strategies 
designed to promote the learning of all children. There is a designated 
Dyslexia link person. 

 
 

5. Parent Partnerships 
 

 If a child’s progress is in question the CT will discuss the areas of concern 
with the parent(s), either coinciding with an official meeting or on a more 
informal basis.  The teacher will discuss options with the parent(s), 
including support by a suitably trained TA /Learning coach, and the 
possibility of Outside Agencies, if appropriate. 

 Parents who have concerns about their child’s learning are encouraged to 
talk about matters during parent/teacher consultation evenings.  However, 
most CTs make themselves available at the end of a school day.  

 Parents who already have a child with SEND are invited to discuss their 
child’s progress at meetings in the spring term, with the SENCo and HT.  



   

 Parental concerns will be recorded in line with the school’s policy on 
complaints, and any complaints will be dealt with in line with the school’s 
policy, and will be recorded in the “Issues raised by parents” books. 

 The HT operates an ‘open door’ policy where parents are invited to 
discuss any pressing issues pertaining to their child’s development.  
Parents may make an appointment or an impromptu visit, throughout the 
school day, whenever the HT is not engaged.  

  Parents are informed of their child’s targets in two ways. Firstly, each child 
on the SEND register at school action plus has an EHCP that is regularly 
updated and a copy sent to parents.  Secondly, children who attend 
individual or small group sessions with a TA will sometimes have 
reinforcement activities to be completed at home, in order to support the 
learning carried out during the sessions.  Parents are encouraged to give 
feedback about their child’s homework and the extra sessions at school. 

 Whenever a parent informs the HT, SENCo or CT about steps taken on 
behalf of their child e.g. doctor’s referral to a specialist, this information will 
be recorded on the child’s individual file within SEND Diary (computer 
database).  

 
6. The Views of the Child 
 
All pupils are welcomed into the school and treated with equal value.  All 
teachers are aware of the ‘individual’ in terms of learning styles and note that 
this is of particular importance when engaging a child with SEND. The views 
and experiences of children with SEND are often used as starting points for 
tasks.  A teacher who shows interest in a child and his/her point of view is far 
more likely to engage a child and tap into the learning process. 
 
SEND children will be actively involved in contributing to their EHCPs.  
TAs/Learning coaches will be used in this process. 
  
 
7. Deployment of resources 
 

 The Governors and HT will ensure that resources are available for SEND.  
The school allocates a proportion of its overall annual budget and any 
appropriate Standard’s Funds.  This is reviewed annually.  An annual 
SEND budget will be presented to the Governors. 

 The HT and SENCo will meet termly to review the SEND register and 
provision currently in place and to plan deployment of resources for the 
forthcoming term.  They will ensure resources are used as effectively as 
possible to maximise their potential, using specialised human skills 
whenever appropriate.  Staff will be deployed according to special 
experience or skills (see Appendix E). This list will be updated annually by 
the SENCo. 

  The SENCo will bid annually for necessary resources as part of the 
School Budget Planning process. 

 The HT as CPD co-ordinator will ensure, in consultation with the SENCo, 
that staff have a relevant and up-to-date knowledge and training.  

 The SENCo will have regular and dedicated administration time.  

 One of the factors influencing the deployment of TA/Learning coaches will 
be the need of the children on the SEND register.  



   

 
 
8. Monitoring and review of progress and provision 
 

 The progress of individual children will be monitored as part of the school’s 
pupil tracking system.  

  Progress against EHCP targets will be monitored and updated termly.   

 Governors will receive a termly report, at the SEND/Curriculum committee.   

 Provision for pupils with SEND will be reviewed as part of the schools 
cycle of self-review and the annual School Development Planning 
Process.  

 
 9. The Graduated Approach 
 
This is a model of action and intervention in schools and early education 
settings to help children who have SEND. 

 
The approach recognises that there is a continuum of SEND 

 
Where necessary, increasing specialist expertise should be brought to bear 
on the difficulties that a child might be experiencing  

 
Early Years Action: 

- When early education practitioners who work day-to-day with the 
children or the SENDCo identify that a child has SEND. 

- Together they provide interventions that are additional to or different 
from those provided as part of the setting’s usual curriculum offer 
and strategies. 

- Provision will be recorded on the SEND provision map  
 
Early Years Action Plus: 

- The early education practitioner who works day-to-day with the child 
and the SENDCo are provided with advice or support from outside 
specialists 

- Alternative interventions additional or different strategies to those 
provided for the child through Early Years Action are put in place 

- A new EHCP will usually be devised. 
 
 

The Graduated Approach in the Primary Phase 
 

When a CT identifies that a pupil has SEND – the CT devises interventions 
additional to or different from those provided as part of the school’s usual 
differentiated curriculum offer: 

 
- The class teacher remains responsible for working with the child on 

a daily basis and for planning and delivering an individualised 
programme – provision will be recorded on the SEND Provision 
Map 

- SENDCo could take the lead in –  
o Planning future interventions for the child in discussion with 

colleagues 



   

o Monitoring and reviewing the action. 
 

- SENDCo and class teacher, in consultation with parents, ask for help 
from external services 

- CT and SENDCo are provided with advice or support from outside 
specialists 

- additional or different strategies to those as School Action are put in 
place – an EHCP will usually be devised 

- SENDCo should take the lead in 
o Any further assessment of the child 
o Planning future interventions for the child in discussion with 

colleagues 
o Monitoring and reviewing the action taken. 
 

 
10. Outside Agencies 

 
Regular meetings are scheduled throughout the academic year offering an 
opportunity to review issues and children of particular concern.  The school 
has a tradition of good working relationships with outside agencies and will 
call upon their expertise after consultation with parents. 
Recommendations made by outside agencies will form the basis of target 
setting for EHCPs.  Outside agencies include Ed Psychologist, Learning 
And Behaviour Advisory Team, Occupational Therapy (OT), Speech & 
Language Therapy and the School Nurse.  
 
S & L Therapy meetings are held termly to review progress and provision.  
 
The SENDCo is responsible for ensuring that referrals are made.  

 
 

11.  Transition of Pupils with SEN 
 
The school has close links with the WEALD school to which the majority of 
pupils transfer.  In the summer term a representative from the WEALD 
visits Plaistow and Kirdford Primary to discuss SEND pupils transferring to 
secondary school.  Key points and information on SEND students will be 
transferred along with pupil records at the end of the summer term. 
 
Any child identified by her/his CT, SENDCo and/or parent who is judged as 
possibly finding the transition process problematic, is given the opportunity 
of additional visits to the school, beyond the normal familiarisation process. 
 



   

Abbreviations 

CPD – Certificate in Professional Development 

CT – Class Teacher 

EHP -Early Help Plan 

EHCP-Educational Health Care Plan 

EP – Educational Psychologist  

EYA – Early Years Action 

EYA+ - Early Years Action Plus 

HT – Head Teacher  

LA – Local Authority 

IST – Inclusion Support Team 

OT – Occupational Therapist 

SEND – Special Educational Needs and Disabilities 

SENDCo – Special Educational Needs Co-ordinator 

S & L – Speech and Language 

TA – Teaching Assistant 

LM– Learning Mentor 



   

Appendix A - Liaising with outside agencies 
 
The SENCo has responsibility for:  Liaising with external agencies including 
the LEA’s support and educational psychology services, health and social 
services and voluntary bodies. 
 
This will mean that should a child need further support the CT should: 
 

1. Contact the SENDCo and make their concerns known. 
2. Ask the SENDCo if the child can be discussed at the next PARM where 

advice can be given or confirmation that the relevant agency should be 
contacted. 

3. Should a more pressing concern arise and it is felt that the agency 
should be contacted quickly, then the SENDCo should make enquiries 
with the appropriate agency, relaying information and advice back to 
the CT. 

4. Once it has been agreed to contact the outside agency (OA), the 
SENDCo will gather the relevant paperwork and the CT and SENDCo 
will complete the paperwork together (as recent information about a 
child is often required).  

5. Should a CT wish to re-refer a child to an OA, then they should make 
this known to the SENDCo and the SENDCo will supply the contact 
details and referral forms (if necessary) to the CT, so that a 
meeting/date can be made directly with the CT.  If the SENDCo is 
required to attend then mutually convenient dates will be established 
before contacting the OA. 

6. Should support from an OA that requires independent financing, then 
confirmation for a request for additional support, will be confirmed by 
the Head teacher.  

 
 

Appendix B - Liaising with parents 
 
The SENDCo has responsibility for:  Liaising with parents of children with 
SEN. 
 
CTs will liaise directly with the parents of the children in their care.  However, 
with regards to regular meetings with the SENDCo, the SENDCo will make 
contact with the parents, eg when arranging meetings to discuss IEPs. 
 
When a child is being seen and/or assessed by an outside agency, at the 
request of the CT then it would be the CT who would contact the parents to 
inform them of this, unless a specific request is made to the SENDCo to do 
this. 
 
With regards to the termly EHP meetings, as CTs will be requesting that their 
child is discussed, then it is the CT’s responsibility to discuss this with the 
parent(s), unless a specific request is made to the SENDCo to do this. 
 
It is the responsibility of the CT to inform the parents of any additional 
interventions that the child is attending eg Direct Phonics, Jump Ahead.  This 
can be carried out in an informal manner eg through conversation, or by letter 
(there is a bank of electronic letters held in the staff shared area).  



   

Appendix C -Annual Programme for Monitoring Standards/Tracking Pupil Progress 

 Sept Oct Nov Dec Jan Feb Mar Apr May Jun Jul 

R Early years 
Developmental 
Record 
 

  Tracking 
records 
Reading 
Writing  
Maths 
Science 

  Tracking 
records 
Reading 
Writing  
Maths 
Science  

  Tracking 
records 
Reading 
Writing  
Maths 
Science 

Foundation 
stage profile 

Year 1    Tracking 
records 
Reading 
Writing  
Maths 
Science 

  Tracking 
records 
Reading 
Writing  
Maths 
Science 

Sight 
Reading 
Test 

 Tracking 
records 
Reading 
Writing  
Maths 
Science 

 

Year 2  National 
Data 
 
Sight 
Reading 
Test  

 Tracking 
records 
Reading 
Writing  
Maths 
Science 

  Tracking 
records 
Reading 
Writing  
Maths 
Science 

Sight 
Reading 
Test 

End of Key 
Stage Tasks 
and Tests 

Tracking 
records 
Reading 
Writing  
Maths 
Science 

NCT papers 
analysis 

Year 3  Sight 
Reading 
Test 

 Tracking 
records 
Reading 
Writing  
Maths 
Science 

  Tracking 
records 
Reading 
Writing  
Maths 
Science 

Sight 
Reading 
Test 

QCA 
optional 
tests 

Tracking 
records 
Reading 
Writing  
Maths 
Science 

QCA papers 
analysis 

Year 4  Sight 
Reading  

 Tracking 
records 
Reading 
Writing  
Maths 
Science 

  Tracking 
records 
Reading 
Writing  
Maths 
Science 

Sight 
Reading 
Test 

QCA 
optional 
tests 

Tracking 
records 
Reading 
Writing  
Maths 
Science 

QCA papers 
analysis 

Year 5  Sight 
Reading 
Test 

 Tracking 
records 
Reading 
Writing  
Maths 
Science 

  Tracking 
records 
Reading 
Writing  
Maths 
Science 

Sight 
Reading 
Test 

QCA 
optional 
tests 

Tracking 
records 
Reading 
Writing  
Maths 
Science 

QCA papers 
analysis 

Year 6  National 
Data 
 
Sight 
Reading 
Test 

 Tracking 
records 
Reading 
Writing  
Maths 
Science 

 Sight 
Reading 
Test 

Tracking 
records 
Reading 
Writing  
Maths 
Science 

 NCTs Tracking 
records 
Reading 
Writing  
Maths 
Science 

NCT data 
analysis 

Using 
the data 

Presentation of data to governors and staff         Annual Review 
Visit 
Curriculum and Teaching and Learning Targets 
Performance Management Pupil Progress Targets 

  



   

 
Appendix D – Dyslexia Friendly School 
 
Dyslexia Friendly Schools aim to promote confidence and expertise in 
teachers aiming to meet the needs of pupils with dyslexia. 
 
‘Dyslexia is evident when a child continues to demonstrate great 
difficulty in acquiring accurate and fluent word reading and/or 
spelling over a period of time.  This focuses on literacy learning at 
the word level and implies that the problem is severe and persistent 
despite appropriate learning opportunities.’   
 
(British Psychological Society 1999) 
 
 

 
 

Teaching Children and Young People with Dyslexia and 
Literacy Difficulties 
Sir Jim Rose CBE 
June 2009 

  

In May 2008 The Secretary of State for Education asked Sir Jim Rose to carry out a review of 

dyslexia. 

 

“We have been asked, in the light of evidence, to make recommendations  

on the identification and teaching of children with dyslexia, and on how best to take  

forward the commitment in the Children’s Plan to establish a pilot scheme in which  

children with dyslexia will receive Reading Recovery support or one-to-one tuition  

from specialist dyslexia teachers.” 

 

Following a call for views, where 863 responses were received, including parents or carers of 

children with dyslexia, an expert advisory group was set up including psychologists and 

teachers to help pull this report together. 

Definition of Dyslexia 
Dyslexia is a learning difficulty that primarily affects the skills involved in accurate and fluent 

word reading and spelling. 



   

Appendix E – SEN Human Resources 

 

 

 
Name Area of Expertise 

 

Qualification and/or Experience 

Val Ansell 

 

 

 

 

Social 

communication 

Literacy 

Speech and 

language 

Experience teaching social communication group in KS1. 

FFT (Fishers Family Trust) WAVE 3 intervention 

programme supporting reading and writing in KS1. 

Communication workshop on development of speech and 

language. 

Experience using the SNAP (maths) programme. 

 

Claire Bridges 

 

 

 

Autism 

Behaviour 

Experience of teaching children on the Autistic Spectrum. 

Behaviour management strategies. 

Experience of working with physically disabled children. 

Experience of working with a mute child. 

 

Grace Clark Maths 

Music 

NQT Dyslexia training 2015 

 

 

Stephanie Cooley 

 

 

 

 

Physically disabled 

Speech and 

Language 

Working with pre-school children – creative play. 

Core training in Speech and Language  

Advanced TA training for supporting maths and literacy 

Narrative therapy (S & L) 

Emotional Literacy training. 

 

Alice Dore  

 

 

NQT 

Donna Dwyer 

 

 

 

  

Sue Evans 

 

 

 

 

Early years SEN 

Autism 

SENCo in Early 

years setting 

Speech and language training  

Makaton level 1 and 2 

Working with pre-school children  

Autism awareness – working with 2 children at pre-school. 

Behaviour management strategies. 

 

Chloe Hall 

 

 

 NQT:  EYFS 

 

 

 

Lizzie Harrison 

 

 

 

Literacy Training: Fischers Family Trust WAVE 3 literacy training. 

Supporting child with cerebral palsy with OT exercises. 

HLTA role working with vulnerable children and supporting 

children with reading and spelling. 

 

Ross Harrison 

 

 

 

 

 

SEN 

 

Deaf 

Experience coaching children and young people with a range 

of SEN in America. 

Experience of teaching a profoundly deaf child (Year 3-4) 

and child on the autistic spectrum. 

Robust Vocab training 2016 

 

Jemma Howe ASC Experience of working with a child with Autism and ADHD 



   

 

 

 

in a 1:1 situation 

Training in speech and language and dyslexia in the 

classroom 

 

Sharon Jesse 

 

 

 

Dyspraxia Personal experience of child being diagnosed and going 

through the ‘system’.  Leading youth group with a number of 

children with behavioural issues. 

Liz Morris 

 

 

 

 

ASC 

Deaf 

Training: Learning Mentor, EarlyBird Plus training with 

parents of a child with Aspergers syndrome.  

Traveller Education training - support 2 families when their 

children started school  

Raising awareness of autism spectrum condition/social 

communication needs training  

SEN TA for a deaf child 

 

Julia Powell Aspergers 

Dyslexia and 

Dyscalculia 

1:1 TA with profoundly autistic boy for 2 years.   

3 years in curriculum support unit at the Weald School 

working with dyslexic and dyscalculic children. 

 

Sandra Stemp 

 

 

 

ADHD Personal experience of dealing with child with ADHD. 

Experience: supporting a child with dyslexia in the 

classroom. 

Kate Willet BESMH 

 

First Aid training 2016 

Jump Ahead training 2016 

1 to 1 working with child in yr2 BESMH 2015 

Toe by Toe dyslexia intervention 

Experience of working with an adult with a brain injury 

 

 

 

ASC = Autistic Spectrum Condition   

ADHD = Attention Deficit and Hyperactivity Disorder 

BESMH= Behavioural, Emotional, Social and Mental Health 

SALT =Speech and Language Therapy 

 

 

 
 


